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Records Disposition Authority

Records Control Schedule 30-64 for the Records Adndnlstration
Staff is approved &ﬁd authorltvy given to implements the

disposition instructlons contained herein.
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Cross Reference

}
; 01d Schedule 30-61 | - now-  New Schedule 30-6k
|
| :
: 22 Steff Admin. File 1 | Records Program Flles
| 22,1 StaZf Case Files 2 Staff Projects Files
23 Admin. Files 3w Adm:lm Files
2k Exployee Rocord Card File | L Employee Card File .
25 Courier Classifieai\hil Recelpts o 5 Courdier Mzil Recelpts
26  Regulatory Issuances | | ‘ .+ 6 Remulotory Issuances
21 ibmary Material 7 Ldbrary Material
28 Briefing Material , | Incorporated with §1
29 Reports and Correspondence = : Incorporated with 410
30 Records Control Schedules o 8 Same
31 Branéh Yroking Files Incorporated with {11
32 Filing Workshop . Incorporated with #10
33 8taff Working Files ' Incorporated with /1
34 vitel Materials Schedules | . 9  Vital Records Schedules
s . : 10 Records Program Workshops new
35 Reference Publications Incorporated with #1b
11 Analysts Working Files new
36 Branch Working Files (Forms) ‘ Discontinued
37 Reference Publications | ik  Reference Publicabions
38 Forns File - 12 porms Flle
39 Form Record & Indax o Incorporated with #12 and 13.
lto Form Indexes Fils ' C 13 roms*mé.exes

4l Stagf Working File Incoz?porated with 423

—
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RECORDS CONTF SCHEDULE
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OFFICE,

DIVISION, BRANCH

/RECORDS ADMINISTRATION STAFE

‘/1’/ A
LS

CHIEF, RECORDS ADMINISTRATION STAFF

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS\\».,_

_|in developing projects for the improvewent of

lof the Staff.

RECORDS PROGRAM FILES

Correspondence, reporis, and other papers which
document the Agency Records Management Prograums.
The file is used in directing and administering
the daily activities of the records programs and
in establishing and recommending plans and policies
for the managewent and improvement of paperwork
activities throughout the Agency. TFiles are
used for background information, reporiting pur-
poses and in conducting daily operations. Filed
by program and by subject thereunder.

STAFF PROJECTS FILES

These are record copies of special studies,
surveys and reports which were prepared by Staff
members after investigating specific problems or

papervork activities. These include project
analysis, recommendations, acoomplishments,
graphics and other documentary material. Arranged
organizationally and by subject.

ADMINISTRATIVE FILES

These files reflect the housekeeping functions
Files include correspondence, report
wenoranda on personnel, training, security, logisti
budgeting and other related administrative subjects
Filed according to Agency Subject File Mannual.
Current.

PIREEN S

ot 25

Permanent. Disposal not authorigzed.

Retaln in current files for £ivé-years then
transfer to the Records Center at the end
of each ¢

G fo

dandas sraowe

3/94/45’

Permanent. Disposal ne; authorized. Retain
in current files for & years then trans-
fer to the Records Center if project not of

current interest. //M((M// fop ;U/ /
e AN

XA 2 fouse éﬁ/z/‘p//w ol

»

Temporary. Destroy three years after
date retired %o Records Center. Break
' file annually and hold at least ome yr.
* and retire. (RAB memo 16 July 1971)
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=
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DISPOSITION INSTRUCTIONS
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FILES IDENTIFICATION @["f‘." R
Approved For Release 200%/11 ¥

EMPLOYEE CARD FILE

Consists of OFYb card for each employee of the
Staff. A brief summary is recorded of ewployee's
personal and ewploywent history required for daily
supervision of personnel activities. Filed
alphabetically by surnawe.

COURIER MAIL RECEIPTS

Mail receipts prepared on waterial dispatched
from the office and receipted by couriers. Serves
as a log. Filed chronologically. (Current)

REGULATORY ISSUANCES

Bound copies of Agency Regulations, Notices
and Handbooks vhich are waintained for reference
purposes,

LIBRARY MATERIAL -

Books, guides, manuals on subject of interest
to the Records Management Program. Maintained for
reference purposes.

RECORDS CONTROL SCHEDULES

These are the record coples of Records Control
Schedules for Agency cowponents, together with
background material pertinents to each office, and
where applicable, asuthority to dispose of records
vhich was obtained from the National Archives and
the Congress.

a. Cowmprehensive schedules for individual
components of the Agency. Schedules contain de-
tailed Information on types of records, use, con-
tents, volume and disposition instructions. Filed
organizationally. (Current) 7

oy

.1

.1
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Temporary. Destroy 30 days after ewployee
officially resigns from the Agency; if
transferred within the Agency forward to

gaining comporent.

Tewporary. Desstroy vhen one year old,

Temporary. Retaim 1n current files area.
Destroy when obsolete or superseded.

Temporary. Return books to OCR Library
when no longer of interest to the Staff,
Destroy other publications as they become

obsolete.

Pexmanent, Disposal not authorized., Place
in an insctive file when superseded. Trans
Tfer to the Remds=L %% any

ARCHIVES
NEEDED.,
7A000100170001-4
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10.

1.
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b. Disposal authorizations obtained from
National Archives on rece?ds not covered by
General Schedules.

¢. Background files. Contain information per-~
tinent to anmalyzing specific records probleus,
including organizational changes, files peculiar
to an office, changes in functions or responsi-
bilities within &n office, and other papers vhich
may have been gathered while conducting a study.
Filed organizationally.

VITAL RECORDS DEPOSIT SCHEDULES

Copies of schedules prepared for each component
identifying ‘the vital records to be deposited,
frequency of deposit and disposition instructions.
Maintained for reference of VR officer on the
Staff in reviewing VR program activities.

RECORDS PROGRAM WORKSHOPS

Files contain lectures, exhibits, slides,
graphics, guides and reference materials which are
used in conducting workshops in.the various
elements of records management. VWorkshops are
held in cooperation with Office of Training.

tion, forms, correspondence, vital records, etc.
ANALYSTS WORKING FILES

Contain copies of mewos, reports statistical
compilations, background inforwation, and related
material pertinent to the records management
activities. Files are waintained by individual
analysts according to each area of interest or
responsibility, or brought together as a central
file for the group. Used for background in wmaking
additional studies and to keep analysts apprised
of current happenings. Filed by subject. -

Fileg
are maintained by program, such as filing, disposi-

DISPOS ITION INSTRUCT IONS
pP78-00487A000100170001-4

.5 Permanent. Disposal not authorized.
in current files area indefinitely.

.3 Tewporary. Review annually and destroy
material no longer pertirent to current
activities.

1.0 Temporary. Destroy when superseded.
7.0 Temporary. Retain in current files area.
Destroy when program becouwes inactive.
8. Temporary. Screen annually and dcstroy
material no longer of current interest.
THTIAL
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FILES IDENTIFICATIOI

12.

13.

14,

Approved For Rkele
FORMS FILE

Contains case files on the official forus
approved for use in the Agency. TFiles contain
initial requests and Justification, revisions,
specifications, correspondence, changes, {organ-
izational), and a 5 x 8 card record and index of
each form. TFiled mumerically by form number.

FORMS INDEXES FILE

These are machine listings of forms used by the
Agency - cross referenced alphabetically, numeri-
cally, functionally and by OPI; the DARE System
cards containing a reduced image of current active
forms; and, a 5 x 8 control card om inactive or
obsolete forms. Maintained. for control and
reference purpose.

a. Machivne listings
b. DARE

¢. Control and Index card. Serves as a per-
petual inventory of inactive Agency forms. Con-
tains a complete history of each form. Used for
replying to telephone inquirdes and for reporting
purposes.

REFERENCE PU3LICATIONS

These are various publications, brochures,
commercial samples and periodicals relating to all
phases of records management. They are maintained
individually by analysts or collectively for re-
ference of the Staff. Sowe toples are forums,
filing, equipwent, correspondence, reports, mail,
and others related to records wanagement programs.
Maintained for background and reference purpose.
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17.
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Permanent. Disposal not authorized. When
form is superseded or obsolete, reuwove

5 x 8 eard records from folder and place .
in inactive file. Retire to the Rooouds ALck
LowsTe. Hrenoeoubie=Poot=tob8-

HEN NoLloNGEA Nesoen (o REFERENCE,

Temporary. Destroy when new listing is re-
ceived (generally quarterly).

Temporary. Purge file quarterly to remove
inactive or obsglete forus.

Perwanent. Disposal not authorized. Re-
taln in current files indeiinitely.

Temporary. Purge file at least annually
and destroy material of no further interest
to the Staff.
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15 PRESIDENTIAL LIBRARY LIAISON FILE

Memos, copies of transmittals, lists , and .1 Permanent. . Disposal not authorized.
receipts for materials selected for transfer to Incorporate in Agency Archives vhen no
& the National Archives for inclusion in the Presis longer needed for current activities.
/b dential Libreries. The file reflects the extent

of CIA's contributions and participation in the
Presidential Libraries Program. TFile inz maint-
ained for the CIA representative Lo the
Archivist. Filed chronologicelly.

. 1962 o date).

1
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CIA Records Administration Officer
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- ISCHEOULE NO . 30-6l

REW&M Fo?LRéﬁz%%%Ukéosmm 6|A~RDP$8 00487A00010¢176004=4 o
OFFICE, DIVISION, BRANCH . SIGNATURE
MANAGEMENT STAFF, ATP Advisory Group ' TITLE ‘3 /% l
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. "(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

51 | PROGRAMMIG GURVEY VIR

Records accumrlated by g eum 0 mwmizm .
AP applicatioa for Bz.aeific areas.

{ a. Bumfe;l}"a : 2. Parmamn;ﬁ; Koep in eﬁ%rezr‘c file until
. project is comploted and then transfer
0 Records Center. -

Y. Work Papers ’ 6, Temporary. Keep in current i’:lle until

’ . project-is coupleted and then destroy.
"¢, Iachire rums P ehams erd programs A 32, W11l be travsferred to AB"PD (formerly
(1958 - 1960) o ¥RB) for their retention or disposal.

52 | CONTRACT PROCRAIMING FILB

Propozals from RCA, working papers, varlous 2. Tewporary. Keep im current file.
phases in regard 1o cowputer; coplea of sub-~ {Destroy voen no longer needed for
miszlon to GEA =nd tYheir 0K on work ‘o be done. reference.) .

(Origipal culmicsion and contract with Office
of Logistics)

53 REGULATORY ISSUANCE FILB

Published Agency Reswlations, Notiees, 26 Tewporary. Tetaln in current files

Handbooks, ete., waintained for wefercnse area, (Destroy ivdividual issvances
PUCDOSE8 . . only vhon obsolete or when replaced -

by current issvance.)
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OFFICE, DIVISION, BRANCH . st

MANAGEMENT STATF, TRAINING CLTICER / . /
/’/ i é )

FILES IDENTIFICATION VOLUME o
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

TRATNING FILE
_ Copies of corres;mzﬂemce;, nlans partainin Teuwporary. Keop :iza mumm. fiie,i’er
to.tralning, carvcer developuonb. Inbterpal ' w0 yoarg and then ées’:;my.‘ | )
training filed alphebetically by cuployces' -
name, Eloiz_nCIA application Tiled by asta.

(1958 - 1960)
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CONCURRENCE

OFFICE, DIVISION, BRANCH S g : SIGNATURE
Y . 3 . .
X

N

TION,

DDS/RECORDS ADMINISTRATION STAFF TiTLE
; Chief, RAIJ June 1972

ITEM FILES IDENTIFICATION VOLUME F1oNS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

16. RECORDS MANAGEMENT BOARD FILES

These are the official files of the Records
Management Board maintained for the Board by the
secretary. The files consist of the minutes
and agenda of the Board's meetings, copies of the

- Board's reports to the Executive Director,
%f memoranda, working papers, contributions by the

N
}
/

members, documentation of projects undertaken by
\ the Board members, and other related papers. The

Board was established in 1968 to oversee the
records management acitivities for the Agency.
Files are maintained by topic or category.

a. Official files maintained by the 1.0 Permanent. Disposal not authorized. Cut off

secretary. at the end of each calendar year; retain in
current files area until no longer needed for
current activities then transfer to the
Records Center.

( h b. Copies of the Board Files maintained by 3.0 Temporary. Destroy when no longer needed
B the Chairman and members of the Board. for current reference.
1 Cow 25
ees T APPROVED{ _| | 30June72
Date

CIA Records Administration Officer
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